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TRAVEL AUTHORIZATION REQUEST
Privacy Act Statement:  In compliance with the Privacy Act of 1974 (Public Law 93-579) and Title 5 USC Section 552, this information is personal data and must be protected from public disclosure.  See additional Privacy Act Information (Authority, Purpose Routine Uses and Disclosure) on page 3 of this document.
I - TRAVELER SECTION
8. Government Travel Card Holder:
If No, please see Travel
Card APC
Instructions on page 3
13. POC at Destination:
14. Travel                       If OCONUS
      Type:                          -----------►
14a. Do you have a valid passport:
14b. Have you met country entrance rqmts:
II - TRIP JUSTIFICATION/DESCRIPTION
17. Choose Associated Trip Reason Category:
Agency emergency response such as an evacuation
Unexpected occurrence/illness that traveler would ordinarily handle
16. Joint Travel Regulation Purpose Code:
-----------►
-----------►
18. Travel Justification
III - TRAVEL ORDER ESTIMATES
19. DESCRIPTION
20. COST ESTIMATE
TOTAL ESTIMATED COSTS:
IV -  REQUIRING OFFICIAL / PJM and BFM SECTION
25. Charge Type:
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FOR OFFICIAL USE ONLY (FOUO) (when filled in)
V - BSO/PREPARER SECTION FOR TRAVEL PREFERENCES              
TRAVEL ITINERARY
33. METHOD OF TRAVEL?
34. DEPARTURE
(City, State or Airport Code)
35. DESTINATION
(City, State, or Airport Code)
36. DATE
(mm/dd/yyyy)
37. DEPARTURE
TIME
(24 Hour Format)
38. ARRIVAL
TIME
(24 Hour Format)
39. SEATING PREFERENCE IF AIR TRAVEL (mark preference order as 1, 2, 3):
RENTAL CAR REQUEST
40. DO YOU NEED A RENTAL CAR?:
48. Pick-Up Date
(mm/dd/yyyy)
49. Pick-Up Time
(24 Hour Format)
50. Return Date
(mm/dd/yyyy)
51. Return Time
(24 Hour Format)
HOTEL/BOQ REQUEST
52. LODGING REQUEST:
53. HOTEL/BOQ NAME
54. ADDRESS
55.  PHONE NUMBER
56. ROOM TYPE:
AND
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TRAVEL AUTHORIZATION REQUEST FORM INSTRUCTIONS/DEFINITIONS
PRIVACY ACT INFORMATION
• AUTHORITY: 5 U.S.C 5701-5757. Travel, Transportation and Subsistence; 10 USC 5013, Secretary of the Navy; and E.O. 9397 (SSN).
• PRINCIPAL PURPOSE(S): To process travel requests; adjudicate travel claims; detect fraud and abuse, and respond to authorized requests for data relating to official DoD travel and travel related services.
• ROUTINE USE(S): None
• DISCLOSURE: Voluntary; however failure to provide the requested information may delay or preclude timely authorization of your travel request.
 
 
SECTIONS I-IV SHALL BE COMPLETED BY THE TRAVELER FOR ALL TRAVEL AUTHORIZATIONS
SECTION I TRAVLER SECTION.
  Block 1-5. Enter your identification information.
  Block 6-7. Enter your Supervisor's name and phone number.
  Block 8 Government Travel Card Holder. Select whether you are or are not a travel card holder. If you are not you should contact the travel
  card Agency Program Coordinator (APC).
  Block 9 Destination. Enter the destination you are traveling to.
  Block 10 Request Date. Enter the date you are submitting this travel authorization request.
  Block 11 Departure Date. Enter the date you will be leaving for this trip.
  Block 12 Return Date. Enter the date you will be leaving from your trip location and returning to work or home.
  Block 13 POC at Destination. Enter a name and phone number for a point of contact at your destination.
  Block 14 Travel Type. Identify if this travel is within the continental U.S (CONUS) or outside the continental U.S. (OCONUS). For OCONUS,
  select whether you have a valid passport and if you have met the country entrance requirements. 
SECTION II TRIP JUSTIFICATION/DESCRIPTION.
  Block 15 TRIP DESCRIPTION. Enter a short description of the trip.
  Block 16 JTR Purpose Code. Select a JTR purpose code.
  Block 17 Trip Reason Category. Based on the JTR code selected in block 16, choose an associated trip category. Trip reasons are:
1 = Pre Contract Award: Project-related travel prior to actual contract award (e.g. site visits, meeting with sponsors, proposal evaluations, etc.).
2 = Progress Reviews: Project-related travel not tied to formal design reviews (e.g. meetings with sponsors, meetings with sponsors, meetings with
      customers, in-plant project reviews, etc.).
3 = Technical Reviews: Project-related travel supporting formal design reviews (e.g. PDR, CDR, etc.).
4 = Test/Delivery Activities: Project-related travel related to final testing and delivery of training systems (e.g. in-plant testing, on-site testing, etc.).
5 = Life Cycle Support: Project-related travel after delivery (e.g. trainer upgrades, modifications, maintenance, ECPs, COMS, etc.).
6 = Other Project-Related: Other project-related travel not covered in categories 1-5. (Please specify, e.g. AIR Speed Project).
7 = Corporate/Business/Competency Activities: Travel supporting the business unit or competency (e.g. offsite competency meetings, AIR Speed
       Projects, ERP, information systems, etc.).
8 = Professional Development: Travel related to personal professional development (e.g. training, conferences, developmental assignments, etc.).
  Block 18 Travel Justification. Select the applicable justification(s). These are based on NAWCAD Memo 4650 of October 3, 2011.
SECTION III TRAVEL ORDER ESTIMATES.
  Block 19 Description. Check all the applicable areas where costs will be incurred.
  Block 20 Cost Estimate. Enter an estimate for each area you selected in block 20. Enter an estimate of travel comp time, if required.
  Block 21 Note. Explain unique travel requirements such as 'no cost' travel order, split travel funding, etc. 
SECTION IV REQUIRING OFFICIAL / PJM and BFM SECTION.
  Block 22 Navy ERP Project Definition Billing Element. Enter the applicable billing element from Navy ERP.
  Block 23 Chargeable Object Statistical. Enter the statistical WBS from the BFM as required.
  Block 24. Primary Chargeable Object. Enter the Chargeable Object # from Navy ERP. Note this will be the PCO data field in DTS.
  Block 25. Primary Chargeable Object Type. Check the applicable Charge Object type based on chargeable object entered in block 24.
  Block 26. Requiring Official/PJM. The Requiring Official/PJM (requiring the traveler to travel) shall sign their name, and date. This will be a
  digital signature if completed electronically. The form is then sent to the BFM.
  Block 27. BFM. The Business Financial Manager shall sign their name, and date. This will be a digital signature if completed electronically.
  The form is then sent the traveler's supervisor.
SECTION V IS TO BE COMPLETED BY THE TRAVLER AND PROVIDED TO THE BSO/PREPARER ONLY IF THE BSO/PREPARER WILL PREPARE THE TRAVEL AUTHORIZATION.
SECTION V. BSO/PREPARER SECTION:
  Block 28-32. When this form is completed on-line, these data fields will auto populate when the same fields are entered in blocks 1-5. If the
  form is filled in by hand, complete the fields as described.
  Block 33. Method of Travel. Select or enter the appropriate method of travel.
  Block 34-38. Enter the appropriate information for your departure and destination locations, dates and times.
  Block 39. Seating Preference. For air travel, select a seating preference.
  Block 40. Rental Car. Select whether you need a rental car or not.
  Block 41-46. City/Location Car Size. Identify city/location where rental car will be used and requested car size if other than a compact car.
  Block 47. Justification for other than compact car.  If you entered a car size in blocks 43, 45, or 47, describe why you need that size car.
  For example multiple travelers in the same car.
  Block 48-51. Identify date and time the car will be picked up and returned.
  Block 52. Lodging Request. Identify whether you need lodging at a hotel or a Bachelors Officers Quarters (BOQ).
  Block 53-55. Identify the name, address and phone number for the lodging.
  Block 56. Room Type. Select your room type preference.
  Block 57. Notes. Enter notes for the BSO/Preparer such as special room needs, flight times, or other explanations.
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 NOTE: ONCE THIS FORM IS DIGITALLY SIGNED BY THE BFM IT CANNOT BE MODIFIED
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